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the Cuff 
Hecklers Can Be Handled .... 


Quality Control 


12 


(See also Communication; Cost Con- 


trol; Training) 
How Companies 
Packages (D) 
Cutting Costs Through Damage 
Control 
Turn Employees into Self-Start- 
ers 


Market-Test 


Leading the Problem-Solving 
Receune CD) ..50 siete 

Reading 

How To Evaluate What You 
Read (By). ....:.. 

Retirement 

Retirement Planning: What You 


Don’t Know Can Hurt You! 


Safety 
Hidden Hazards of Electricity 
Cutting Costs Through Damage 
NE GRIERIANEE Oe iret koi grtha tute et 
Spring Housecleaning: Elimi- 
nating Hazards at Home .... 
Eye Protection on the job (D) 
What the Supervisor Should 
Know about Contact Lenses 
How to Handle Flammable 
Liquids (D) 
How To Avoid Mechanical Ac- 
cidents 
Analyzing Hazards on the Job 
How To Protect Workers’ 
Hands frem On-the-Job Haz- 
ards (D) 
Vacation Motoring- 
Safe! 
Some Tips on Grinding-Wheel 
Safety (D) 
Their Aching Feet: 
Safety Facts 
When Clothes Can Be a Safety 
Hazard (D) 
Safety Hats: Ounces of Preven- 
tion (D) . 


Health and 


(A)- 


Feb. 52 
Mar. 32 
Jun. 2 
Aug. 43 
Feb. 48 
Aug. 35 
Feb. 29 
Mar. 32 
Mar. 34 
Mar. 55 
Apr. 33 
Apr. 48 
May 15 
Jun. 31 
Jun. 50 
Jul. 34 
Jul. 46 
Aug. 20 
Aug. 50 
Sep. 41 


-Arhitration Case: 


(D)—Dicgest; 


What You Should Know about 
the Safe Disposal of Hazard- 
ous Waste Materials 


The Right Clothes for the Job 


(D) aca chane Sra aha en rates 
Battling Blazes Before They Be- 
Sih CEE. 6 sien diatercalaaamecs 
Office Accidents Don’t Have To 
BRANDES. 2c i-sioe eae eee 


New Workers: Get Them Off to 
a Safe Start (D) 


Shift Work 
After the Ball Was Over (C) .. 


Tardiness 
(See Lateness) 


Technology 
(See also Automation) 
Modern Materials for Better 
Maintenance (D) ......... 


Blasting Metals into Shape (D) 


What is a Computer? (D) 

Costly Giants of the Modern 
Wale GENE «cd oa cae eer 

From Bobby Pins to Bridges 
CPD -icoaxncesceminedee ess 


Test It—Without Touching It 
(D) 
Men Who 
Vanish (D) 
What Is Operations Research? 
(DY... 
Materials That Lubricate Them- 
selves (D) 
Today’s Trends in 
struction (D) 
The Growing Problem of Atom- 
ic Waste Disposal (D) 


Make Vibrations 


Plant Con- 


Training 
(See also Communication; 
tion; Safety) 

Fables for Managers 

But Will It Work for You? 

Caught in the Middle? (C) .... 

The Art of Constructive Criti- 
cism (D) 


(C)—Case 


DECEMBER, 


Oct. 


Oct. 


Oct. 


Nov 


Dec. 


Feb, 


Jan. 
Jan. 


Feb. 
Mar. 
Mar. 
Apr. 

Apr. 


May 


Jul. 


Sep. 


Nov ° 





Delega- 
. Jame) 3 
Jan. 16 
Jan. 36 
Jan. 42 
1962 53 


Can Management Be Measured? Feb. 
New Tools for Training (D) .. Feb. 


Stop-Gap Training Isn’t Enough Mar. 


Help Your Engineers Get Ahead 
(i>)... Apr. 
rurn Employees into Self-Start- 
re Jun. 
The Foreman Who Taught by 
Doing (A) Jun, 
Explaining a New Idea to 
Subordinate Jun. 
When You Have To Demon- 
strate a Work Method Jul. 
The Supervisor as an On-the- 


Job Trainer Aug. 


Two Ways of Training: 

Drama in Two Parts (D) .. Sep. 
Leader—or Cheerleader? Oct. 
The Basics of Training (D) .. Oct. 


The Three C’s of Leadership .. Nov. 


The Training Staff's Key Man 


—the Supervisor Nov. 


The Gentle Art of Correcting 


Errors (D) Nov. 
The 90-Day Wonder (C) Dec. 


New Workers: Get Them Off 
to a Safe Start (D) Dec. 


Unions 
(See also Arbitration) 


Labor Relations: Some Terms 

You Should Know (D) .... Jul. 
How the Supervisor Affects La- 

ge oe eee ee Aug. 
How To Handle a First-Step 


Grievance Meeting (D) .... Nov. 


Vacations 
Now’s the Time To Schedule 
Vacations (D) Feb. 
What Happens While They’re 
on Vacation? Mar. 
Cruise Camping on a _ Shoe- 
string Jun. 
Vacation Motoring—Keep 


Wage and Salary Administration 


(See also Appraisal) 


What the Supervisor Should 
Know about Salary Adminis- 
tration .... ice Ney 


Writing 
(See also Communication) 

How To Write a Better Report 
(D) 

Why Bother with Job Descrip- 
tions? 

Writing Job Descriptions That 
Mean Something 

Let Language Work for You 
(D) 

How To Summarize a Report 

Performance Appraisals: Let 
the Facts Speak for Them- 
selves 

Do You Write Memos 
Want To Read? 

Writing Reports: What You Can 
Learn from the Pros 


(A )—Arbitration Case; (D)—Digest; (C)—Case 
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